Sample Letter to Hotel

Dear Sales Manager:

The Portable Breakfast Foods division of the Drug and Food Agency is planning a two-day conference for next September.  We would like to consider your facility to host our conference.  Below is a preliminary schedule and list of needs.  Please review these and let us know if your facility can accommodate us.    

1st Day

 9:00 –  9:30 
Registration and coffee

 9:30 – 10:30
Welcome session (seating for 125 - 150 people)

10:45 – 12:00
Five breakout rooms (25 – 50 people per room)

12:00 –  1:30
Lunch break (participants will need access to food)

 1:45 ‑  3:00
Five breakout rooms as above

 3:15 – 4:30
Five breakout rooms as above

 6:00 – 7:00
Reception for 125 – 150 people

 7:00 – 9:30
Dinner for 125 – 150 people

2nd Day

 8:30 –  9:30 
Continental breakfast

 9:30 – 10:45
Five breakout rooms as above

11:00 – 12:15
Five breakout rooms as above

12:15 ‑  1:30
Lunch break (participants will require access to food)

 1:45 ‑  2:30
Conference wrap-up (seating for 125-150 people)

A block of 75 sleeping rooms will be required the night before the conference and the night of the first day.  

All the conference facilities and at least five sleeping rooms must be accessible to persons with disabilities.  

If you believe your facility can meet our conference needs, please complete the attached survey (located at http://www.usdoj.gov/crt/ada/checkweb.htm) and return it along with your proposal by January 15th.  We will review your response and determine if your site meets our needs.  If it does, we will make arrangements to visit your facility to complete a full inspection to ensure access and determine facility layout.

Thank you for your assistance in identifying a site to conduct our conference.  We look forward to hearing from you by January 15th.

Sincerely,

Constance Planner

Portable Breakfast Foods

Drug and Food Agency

